Incident Report Processing Flowchart
Waiver Providers

Observe or are involved in
a waiver identified reportable incident

Y
Immediately attend to the health and safety issues of the child/youth involved
or
yourself or other service providers involved in the incident (as applicable)

A 4

Complete Notice of Incident form
(WM-4)
(after completion of above step — no more than 24 hours following incident)

Immediately notify local law enforcement if it Notify the contacts listed: Local DFS As applicable, notify
is believed that a crime has been committed. office, P&A, Family Care Coordinator, parent/guardian/legal representative (if
and Waiver Program not thought to be involved in incident)
Document the name of the agency
representative, date and TIME of contact, Document name of the person, date, Document name of the person, date,
and how contacted and method of information sharing and method of information sharing

(telephone call, 911, follow-up fax)




